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FI RE COVMMUNI CATI ONS OFFI CER |

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is the intermediate level of positions in the fire
comruni cations division of fire departnment oper ati ons.
Enpl oyees of this class perform duties such as answering fire
phones, dispatching equipnent, and keeping records of fire
calls and related | ogs or reports. This class supervises Fire
Communi cations Officer |, other enployees as assigned. Thi s
cl ass perforns the work of the Chief of Fire Comrunicati ons when
required. The fire comrunications officer Il receives only
general instructions from the chief communications officer of
duties, perform ng independently in nost areas. This cl ass
ranks directly above that of Fire Comrmunications O ficer |

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Answers energency tel ephone in Fire Comrmunications Center and
secures information for any incident or receives automatic
al arms, |ocates address, determ nes correct fire or nedica
appar at us and personnel to be di spatched and any ot her pertinent
information, sounds fire alarms in stations and transmts

information on emergency; notifies all specified officers
and/ or special units of all working fires and/or of serious
medi cal emergenci es; calls owners of buildings, utility

departnments, or other persons or groups needed for assistance
at the scene of enmergency.

Recei ves calls of non-emergency type and provi des i nformati on as

requested on street, city limt |location; request for
non- ener gency assi stance such as unl ocki ng aut onobil es, fl ooded
houses, etc.; answers non-fire phones and provi des information

on personnel on- off duty, |ocation of fire stations, insurance
information, fire codes, etc.

Tests equi pnment such as fire telephones, alarms, enmergency
lines, conmputer system recording devices, radio systens,
emergency power supply, etc.

Keeps records, logs, files, and lists such as log of shift
activity for division officers, records of information from
working fires, and other records required by the departnent and
the division by making entries on a regular basis or by
periodically reviewing and updating information.
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Supervises and trains subordinate personnel or clerical
personnel assigned to the conmmuni cations division.

Requi sitions and maintains office supplies.

Reads city and parish maps, plat maps, sketches of streets and
subdi vi sions and transfers this to conputer street files and to
master city map.

Acts in an adm nistrative capacity during the absence of the
chief of fire comunicati ons.

Responds to assigned position during tinmes of severe weat her,
|arge fires or emergencies, civil disturbances, etc.

Commander of the fire conmruni cati ons van when on the scene of an
enmer gency.

Participates in on scene fire departnment drills, schools, civil
def ense exercises, etc.

Teaches fire communications schools to fire departnment
personnel, police personnel, etc.

Contri butes to devel opnent of office procedures.
Est abl i shes and nai ntai ns good public relations.
Deals firmy but courteously with the public.

Comprehends and discerns information provided by persons
reporting an energency situation, interrogating the caller so as
to get accurate information on the size and scope of the
enmer gency.

Make responsi bl e decisions during an enmergency for which there
may be no set guidelines, i.e. di stribution of renmnining
equi prent during large fires, nore than one energency occurring
simul taneously in the sane area, comruni cati ons systens failure,
etc.

Possess wor ki ng knowl edge of NFPA Standards 1201 and 1221 in
areas that apply to the comruni cati ons division.

This position assunes full authority and responsibility for the
proper operation of his assigned shift.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se stated, all requirenents nust be net before
adni ssion to examnm nation

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
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States, being a qualified elector of the State of Loui siana, and
passing a civil service exam nation for the position.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must have a mninmum of three (3) years of experience in
operating fire commruni cati ons equi prment in t he fire
conmmuni cations office of a paid fire departnent.

Must be at |east twenty-four (24) years of age on the date of
appoi nt nent .

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.
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